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 OFFICH OF TRAINING. RE EQULAPION 1 « LZ0-1, TL fers: 
SUBJECT: ESCABLIGHMENT OF POLICY, RESPONGIBELATIES, AND FROGZOURES - 
.  _&GR SUPPLY AND SERVICES SECTIO: Re SUPPORT STARY 
i. The requisitioning or coovdiuation of requis cltigeaing. for the 
Office of Training of all equipusas, sexeviees, supplie/ procured thrceug 
CIA Pecilit vies, other Governuers sources, a non-Govefiment sources. 
except as otheruise specifies, will be port emcd by ~he Services and 
Supply Section, Support Steff, OTR. 
Qe SSeS 
The Chit ef, Supply and Services Be ill be responsible for: 
u. Tho formulation of and the execution of policies 
established for the Supply end bees y 
be The comailat s of equipment end. suppl eS 
for units and project 3 of OFF 
Co The escetbaining of vsments and the coordination 
aa of requests Lor assiermment and gy RECS. 


2 twansportation and travel 


. 8 The develoomént end use of a suspense system tO asaure 
timely follewup acbions/on pending requests. 


35 PRCOEDU: RES 


&. Roquegta for services and supplies may be mede ond ecblir to 
She Suppiy snd Sefvices Section either orally or by memovandom, Desend~ 
ding upon the neYare ond score of tho vequest, tha Chief, 3u Doty axel, 
Services Sect _is authorised to requive uhatever officiel 1 spproval is 


necessary, 


Procedures concerning 2 mecific supply and services itens | 
red by sspatate OTR Restlotions, - 
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OFFICE OF TRAINING REGULATION NO, 43—3 . 25 Sine Jer 
SUBJECT: Vitel Materials Program s 2X & _ AW 
REFERENCE: GIA Regulation Nuube dated 14 July 1951 \\. teen 


RESCISSION: OTR Notice 20-53, dated 4 August 1953 


1. GENERAL 


Referenced regulation established a Vital Materials Frogram within 
CIA, Documents, books, papers, maps, etc., that aro considered 
vital are to ‘be identified and trensferred to a repository for — 
safe-keeping, Within OTR, the program will be administered by 

the Area Records Officer, : De 


2. VITAL MATERIALS 


eS 5 : 


Vital materials are defined as those specific items in the possession 


Of CIA which are essential to the Agency on a continuing basis amd 


which, in the event of destruction, would constitute a serious cr 
irreplaceable loss, Sy 


3. RESPONSIBILITIES 


a, Each Staff and School Chief will designate a senior officer 
to be responsible for carrying out, the ‘program in his component, 
The namee of the designess will be given to the Area Records 
Officer, OTR, - =e fea 


‘b, Designated officers will estshlish a program within their 


components tes 
(1) Develop criteria for identifying vital materials, | 


(2) Review materials in their possession to identify those 
which are vital, | 


(3) Assure that copies of vital materials are marked as such 

" and transmitted to the Area Records Officer as they are 
produced, ne . = 

(4) Prepare a schedule of any vital materials vegularly pro 
duced by their components, 7 ; ete fh ee 
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c. The Area Records officer will, 


(1) Adviee Staff and School Chiefs and their dost noes in the 
ah identification of vital materiale. 


(2) Compile and submit to the CIA Vital Materials officer a 
general schedule of OTR vital materials, 


Ro - (3) Coordinate reproduction of copies of documents where 
: necessary, 


(4) ‘Transmit vital materiale to the repository. 


(5). Maintain necessary records of OTR materials placed in 
_ the repository, 


(6) Periodically review the progran to assure that materials 
are ras in the ie aia on a current tein. 
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